INDIAN COUNCIL OF AGRICULTURAL RESEARCH
KRISHI BHAWAN: NEW DELHI

F.No.ADMN/5/1/2013-WS Datedthe S Dec., 2014,

OFFICE MEMORANDUM

Subject: Amendments of instructions contained in the 13" edijtion of Central Secretariat
Manual of Cffice procedure {CSMOP) — regarding.

Ministry of Personnel, Public Grievances & Pensions, Department of Administrative
Reforms & Public Grievances, New Delhi vide Office Memorandum No.46012/1/2006-0&M Vol.lil
dated 17/29%" October, 2014 has conveyed additional two amendments to the 13" edition of
Central Secretariat Manual of Office Procedure (CSMOQP). A copy of the said Office Memorandum
No.46012/1/2006-08&M.Vol.lll dated 17/29™ October, 2014 is enclosed for compliance.

The 13 edition of CSMOP is available on the website of Department of Administrative
Reforms and Public grievances (btip://darop.nicin) (www.darpg.zovt.in) under column “Rules

and Manuals”.
(ﬁa ghree Sunii)

Under Secretary (WS)
Phone No.23386656
Fax No.23387293

To

1. Ail Officers/Sections of ICAR Hgrs. (including ASRB, DKMA, NAIP} at Krishi Bhawan / Kishi
Anusandhan Bhawan-I/il, NASC Complex, New Dehi.

2. All the ICAR Institutes/NRCs/PDs/Bureaux

ISO, DKMA for uploading on the ICAR web-site.

4. Guard File.
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OFFICE MEMORANDUM

. Amendment of the 13“’ Ed!tlon of the Central Secretariat Manuat of

Subjact: -
Office Procedure, -

The unders:gned is directed to refer to this Department's D.O. letter of even
dated 16" February, 2012 (copy enclosed) forwarding therewith copies of the 13"
Edition of the Central Secretariat Manual of Office Procedure (CSMOP) & &
subsequent O.M..even number dated 1.1.2013 (copy enclosed) carrying out certain
amendments and o now convey.the following two additional amendments to the 13"

w o

Guidelines for noting

Existing 32(9)

“Notes and orders will normally be recorded on note -sheels in the notes poftion of
the file and will be serially numbered. Black or Blue ink will be used by all category of
staff and oificers. Only officers of the level of Joint Secratary to Government of India

and above may use green or red ink-n rare cases’

Revised 32(9)
“Notes and orders will normaily be recorded on note sheets in the notes portion of
q,w':\::,,

the file and will be senal[y numbered. &l categary of offisars will use eitherbie

Blsakinkainrsigning notes-and drafts

Deletion |
. —1¢ (WRE/

(0 Paragraph No.50 (5) indicating telegram as a means of communication. «b}

(it - Appendix 10 relating to indian Telegraph Ruljes. -

2. The above two amendments may be brought to the notice of all con;cemed in O=s
their Ministries/Departments and for adoption positively by 01.11 .221_4 - )
h_—-'—-—'-”'— ' . ’ * '

3. This issues with the approval of the competent authority.
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{Anurag Srivastava)

~ Deputy Secretary (O&M) %ﬂk\)
Q@L

To ‘the Secrei:arses of All Ministries/Departments of the Government of India .
{(As per list attached) zﬁ»



